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7~~~ VERMONT

Getting Started with VISION
Signing In
Procedure

The Basics:

Expense Training Guide

* VISION Financial Production login link can be found at the Department of Finance & Management
webpage: http://finance.vermont.gov/ (http://finance.vermont.gov/).

* Users will need to work with their Department Expense Coordinator to have an account set up and

obtain login information.

« Login information should never be shared with anyone.

» Once logged in, save the link to VISION as a Favorite in your browser.

Step | Action

1. Click the VISION link.

i Favorites

(& Department of Finance & Management - Welco...

%5 ] Web Slice Gallery +

v @ v @ v Pager Sefetyr Tookr @

VISION g
VERMONT

Department of Finance & Management
Agency of Administration

[ em

+Training & Reference
Material

*FAQ & Glossaries

= Payroll

STATE SYSTEMS

*Vantage

*HCM/Payroll

Vermontgov . Finance & Management Home : About Us ContactUs - OWA Loegin = Other Resources : Site Map
PR BT Department of Finance & Management - Welcome!
e The primary purpose of the Department of Finance & Management is to oversee efficient and effective
+ Policies & operations related to the State of Vermont's finances. We serve our stakeholders in many ways including
olicies coordinating the Govemnor's budget recommendations, delivering reliable financial information, advocating for
Procedures responsible use of taxpayer dollars, and supporting the State's accounting system. The Department of ick Link
Finance & Management hopes that you will find this site helpful! Quick Links
*Reports & = Execulive Budget
Publications 5 5 Recommendations
EJ News EJ Calendar of Events « Comprehansive Amnuzl
*Forms Fiscal Year 2011 CAFR Available 10/18/2012 - Accounts Payable Financial Report (CAFR}
Training u Monthly Revenue Reports

On December 23, 2011 KPMG LLP issued their Independent
Auditor's Report vith an unqualified opinion on the State of
Vermont's Comprehensive Annual Financial Report (CAFR) for
the fiscal year ended June 30, 2011.

10/25/2012 - Direct Journal
Deposits Training

B View All Events

The CAFR has received an unqualified opinion in each of the
last nine years. Click to be redirected to the 2011 CAFR.

Irene Update

Irene related damage estimates and recovery updates can be
found at the following links:

= lIrene Recovery Update - | Am Vermaont Strong
« Irene State Cost Estimate - Update

n

= Town Payments

= ERP Expansion Project
u W-2 Info For Employees
= Employee Self-Service
m Newslefter

®m SECU Changes

Grant Sub-Recipients

®Forms
= Frequently Asked Questions

Viewthe
Depariment

of Finance & 1 8
Management
Calendar

Thursday -

M\ fiew A1l Nawe Stariae
I

€ Internet | Protected Mode: Off
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Expense Training Guide

Step

Action

2.

Click the VISION-
Financial Production link.

| VISION - Financials Production |

VISION System | De o Finance & - Tnternet =
€| http://finance.vermont.gov/state_systems/vision +| &[4 | x J© 8ing P~
File Edit View Favorites Tools Help
i Favorites | i ] Web Slice Gallery =
& VISION System | Department of Finance & Mana... Biv B v @ v Pagew Safetyr Took~ @v
) ) b
/= Department of Finance & Management
VERMO\ Agency of Administration
‘Vermontgov i Finance & ManagementHome | AboutUs | ContactUs | OWALogin | Other Resources | Site map Searcn
+ State Budget you are at: Home * State Systems * VISION
Information VISION System E
#Policies &
Procedures VIS E}Um
+Reports & . zanenas Neee
Publications
[re— System Status L4
+Training & VISION is available daily from 6:00 AM to 7:00 PM.
Material
e recommend regularly clearing web browser cache.
*FAQ & Glossaries
Syl VISION Login
STATE SYSTEMS
*VISION Use the link above to access the Expense and all other VISION Modules.
+Vantage Every VISION user requires a User ID and password. For security to enter expenses, contact your department's Expense Coordinator.
Security access is requested by an authorized representative submitting the required form to FIM VisionSecurity@vermont gov.
*VTHR
Additinnal an tha VISINMLE le_cuctam ran ha fuund usinn tha finks halnw: T
T i I
® @ Internet | Protected Mode: Off B v R10% ~

Step

Action

Enter your User ID in
the User 1D field.

Typically it is the First letter
of your first name followed
by up to the first 7 characters
of last name in
UPPERCASE. Some users
might have also have a
number at the end of the user
ID.

78 state of Vermont Financi

s e g, hitps/finance peoplesoit state:L.us/psp/FMPRD/2

[ Fie Edit View Favorits Tools Help

i Favorites | gl ] Web Slice Gallery +

{ State of Vermont Finance & Management i v B v = o v Pagev Safetyv Toolsw @~

VERMONT

Back to Finance Home

VISPN

Department of Finance & Management
State of Vermont

m

Password:

I Forgot My Password

Need Time Entry or Employee Self Service?
Goto VTHR Legin

VISION Financials Production is available daily from 6:00AM to 7:00PM.

Tha VISINN Einanriale Suetom rontaine canfidential information [ lea andinr dierlneura of confidential infarmatinn ie
J/ Trusted sites | Protected Mode: Off 4G R10% -
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Expense Training Guide

Step | Action

4, Enter your password into the

Password field.

VISION passwords are case
sensitive and contain at least
8 characters and at least one
number.

You need to set up | Forgot
My Password ahead of time
to be able to use it. See the
Set up Forgotten Password
Help and Email tutorial for
step by step instructions.

State of Vermant Fi i —
] hitps//finance peopl /psp/FMPRD/Zcmd=| d=ENG I EIEE e P~

[ Fle Edit View Favortes Tools Help

i Favorites | 5 ] Web Slice Gallery =

(& State of Vermont Finance & Management

VERMONT

Back to Finance Home

Department of Finance & Management
State of Vermont

I

UserID: BSTELLA

Em

I Forgot My Password

Need Time Entry or Employee Self Senvice?
Goto VTHR Login

VISION Financials Production is available daily from 6:00AM to 7:00PM

Tha VISINN Finanriale Suetam rnntaine ranfidential infarmatinn | lea andinr dicelneiira nf ranfidantial infarmatinn ic
/ Trusted sites| Protected Mode: Off v Riox -

Step | Action

Click the Sign In button.

| & state of Vermont Finance & Manage:

e {21 hitps.finence peoplesoft.sate v s psp/FVPRD e loginanguageCé=ENG

Windouws Intenet Explore

| Fie Edit View Favortes Tools Help

Em

(& State of Vermont Finance & Management

i Favorites | 5 @] Web Slice Gallery

Miov B v 0 g v Pagew Sofetyv Tookv @v

VERMONT

Back to Finance Home

VISPN

Department of Finance & Management
State of Vermont

I

UserID: BSTELLA

Password: esssessss

I Forgot My Password

Need Time Entry or Employee Self Service?
Go to VTHR Login

VISION Financials Production is available daily from 6:00AM to 7:00PM.

Tha VISINN Financiale Suctam containe confidanfial infarmation |lea andinr dicrlnciira of canfidential infarmatinn ic

J/ Trusted sites | Protected Mode: Off 43 v ®100% -

Page 4 of 22



7~~~ VERMONT

Expense Training Guide

Helpful Hints:

* Use the menu in VISION to
navigate. Using the browser back
button could pop you out of
VISION and you will lose all
unsaved work.

» Menu options vary depending on
security level. Expense users
might only have access to
Employee Self-Service.

« Clear Cache often to avoid
errors. For most browsers, the
short cut CTRL+SHIFT+DEL will
open the delete browsing history
window. See UPK Clearing Cache
for more instructions.

[@ Erviopee g it

e

i Favorites

95 &) Web Slice Gallery ~

| (@& Employee-facing registry content ‘ |

ORACLE’

Favgrites . Main Menu

Personalize Content | Layout

[> My Favorites

[» Employee Self-Genice

- Change My Password

- My Personalizations
My System Profile

|- My Dictionary

Done @ Intemet | Protected Mode: Off 3 v ®100% v

End of Procedure.
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Set up Forgotten Password Help and Email

Procedure
The Basics:

 Each user must set up forgotten password help. This feature allows a user to reset the password
through email by clicking "I Forgot My Password" on the login screen.

« The Forgotten password link should be used after the 2™ login attempt. After the 3 attempt, your
account will lock and the password that is emailed to you will not work. To unlock your account, you
will need to call VISION Support at 828-6700 Option 2 to be unlocked.

Step | Action QLTS =T L
¢ & https://finsbx! peoplesoft.state vtus/ psp/FMSBX4/EMPLOYEE/ERP/ h/ ftab=DEFAULT v 4|R|4|x Bing P~
1. | Click the Main R Fas g &) Websicesoliey
Menu button & Employes-facing registry content B v B v O & v Pagev Safetyv Tookw @v
Main Menu ORACLE
Favn'rmes
Personalize Content| Layout Help.
Menu 2B
Search:
\ ®
[ My Favorites
[ Employee Self-Senice
- Change My Password
- Wy Personalizations
— My System Profile
|- My Dictionary
Done @ Intemet | Protected Mode: Off 43 v ®100% ~
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Expense Training Guide

Step | Action = e MY
#] https://finshxd peopl psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT > 8 =] 4| x §= 6ing o~
2. Click on My SyStem S Fevorites | 5 ] Web Sice Gallery +
Proﬁle | @ Emptoyce-facing registry content ] Ziv B v @ v Pagev Safetyv Tooksv @+
ORACLE’ I
rD My System Profile s
Favgntes Mavaanu
Personalize —‘5""“" CL_& ® Help
Search: 0 Employee Self-Service v
[E] change My Password
> Employeg My Personalizations
I~ Change I
- My Persor My Dictionary
I~ My Syster,
|- iy Dictionary |
Done & Intemet | Protected Mode: Off fa v ®I10% v
Step | Action = L [
&) hitpsi//finskxd peoplesoft state.vt.us/psp/FMSBX4/EMPLOVEE/ERP/</MAINTAIN_SECURITY.USER + 4 | 44 | x ll[=] 8ing L~
. —
3. Click the Change or set e Fovories | . ] WiebSice ooy —

up forgotten password
help link.

Change or set up forgotten password help

| & My System Prefile | |
ORACLE’

Favgrites - Main Menu > My System Profile

B v B v @ v Pagev Safetyv Tookv @v

New Window | Help | Customize Page | B+

General Profile Information
Bella Stella

Password

Change password

Chanaqe or set up forgotten password help

Personalizations

m

My preferred language for PIA web pages is: English

My preferred language for reports and email is: English -
Currency Code: lﬁq

Default MobilePage: | Q

Ifyou wil be temporarly unavalable, you can select an alternate user to receive your routings.
A I
Ed

By

Email User

Alternate User ID:
From Date: (example:1213172000)

To Date: (example:12i31/2000)

Worklist User

Miscellaneous User Links

Done @ Intemet | Protected Mode: Off 3 v B10% -
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Step | Action

Expense Training Guide

My System

~ (el
&) hitpsi//finskxd peoplesoft state.vt.us/psp/FMSBX4/EMPLOVEE/ERP/</MAINTAIN_SECURITY.USER ~ G | 44 | X [[[=] 8ing P~
=
i Favorites | 55 ] Web Slice Gallery ~

| @ wy System proile ]

4, Click the Question drop
box to see a list of
available options.

iR v [ g v Pagev Safetyr Tookv @+

ORACLE

Sign out
Favgrites | Main Menu > My System Profie

New Window | Help | Customize Page | B
Change or set up forgotten password help

Ifyou forget your password, you can have a new password emailedto you
Enter a question and your response below. These will be used to authenticate you.
Question:

Select from the list of questions.
Response:

OK Cancel

Done

@ Intemet | Protected Made: Off fh v B100% v

Step | Action SR

~ [l
2] hitps://finsbxd.peoplesoft.state.vt.us/ psp/FMSBX4/EMPLOYEE/ERP/c/MAINTAIN_SECURITY.USER = 4 |45 | X [ll[S] Bing
- -
5. There are 4 questions to

i Favorites © 9% @] Web Slice Gallery v
choose from. Choose

|;_’é Wy System Profile
the question that works ORACLE'
best fOl‘ yOU. Favorites

o~

i~ B v O & ~ Pagev Safety~ Toaks~ @~

Mam‘Menu 5 My System Profile

New Window | Help | Customize Page |

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question:

What s your favorite sport?
Response: |Whatis your grandfather's first name?

Whatis your mother's maiden name?
oK What was the color of your first car?

Done

& Intemnet | Protected Mode: Off

fy v HI0% v
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Step | Action

6. E

nter your response to

the security question.

My System
£ https://finsbxd, peoplesoft state vt.us/psp/FMSBX4/EMPLOYEE/ERR/c/MAINTAIN_SECURITY.USER + ) |44 | x = 8ing
=

P~

i Favorites g5 8] Web Slice Gallery +

|7 - ~ [ de v Pagev Safetyv Toolsw

| @ vy system profile
ORACLE’

Favoites | Main Menu > My System Profie
Mew Window | Help | Customize Page

Change or set up forgotten passwerd help

I you forget your password, you can have a new password emailed to you
Enter a question and your respense below. These will be used to authenticate you

Question:  Whatis your mothers maiden name? ~

Seictfrom the st of questions
IRespon | I

0K Cancel

P

\

=

@ Internet | Protected Mode: Off

A v R00% -

Dane

Step

Action

Click the OK button.
OK

B ===ah

My System

2| hitps: peoplesoft statextuus/psp 4/EMPLOYEE/ERP/c/MAINTAIN_SECURITY.USER ~ & | é | X [ [] Bing
—

o~

i Favorites | g5 g Web Slice Gallery v

& My System Profile

ORACLE’

Favo_ntes MEIHvMEﬂu > My System Profile

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your respense below. These will be used to authenticate you

Question:  Wnatis your mothers maiden name? -

Select from the list of questions.

Response: ‘SIEHE
-ﬂ‘

) B v B v ) mh v Pagev Safelyv Toolsv @v

New Windaw | Help | Customize Page | 8,

Done & Internet | Protected Mode: OFf B

0% ~

|
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Step | Action S e
-, @] hitps//finsbid peoplesoft state.vt.us/psp/FMISB/EMPLOYEE/ERP/</MAINTAIN_SECURITY.USER ~ ) | 45 | x [|[=] 8ing o -
8. To see the emall Sr Favorites @) Web Slice Gallery v
section, @y spam P o B B 0 @ - e Sy Tooke @
ORACLE’
Favorites Main Menu > My System Profile
ScrOII down the New Window | Help | Customize Page | B =«
screen using the General Profile Information
scrollbar. Bella Stella

Password

Chanage password
Change or setup forgotten password hell

Personalizations

Wy preferred language for PIAweb pages is: English

My preferred language for reports and email is: English -
Currency Code: [usp@

Default Mobile Page: | a

Alternate User

If you will be temporariy unavailable, you can select an akernate user to receive your routings.

Alternate User ID: [ Q
From Date: (example:12/31/2000)
To Date: [5 (example:12/31/2000)

Workflow Attributes

Email User  [V] Worklist User

Miscellaneous User Links

Customize | Find | &) 8 st B0 4 o1 B Lot

Done & Intemnet | Protected Mode: Off fa v R10% v

This e-mail address is very important! This is the address the system uses for expense notifications to
employees and approvers, including the "I Forgot My Password™ help.

If you are not receiving notifications as you should, check to make sure the address below is correct. If it
is correct, check your Junk E-mail folder. You can fix the Junk E-Mail problem by adding the From
address to Outlook comments.

Step | Action

0. Select the Primary S Favortes | ol i) Web lceGalry =
E-mail & My System Profile |
Account option. ORACLE'

@ Favorites - Main Menu > My System Profile

- - [ e v Pagev Safetyv Toolsv @+

If you will be temporarily unavailable, you can select an afternate user te receive your routings.

Step Action Alternate User ID: ‘ Q

- From Date: [ (example:12/31/2000)
10 . ChOOSG B usiness To Date: (example:12/31/2000)
from the E-mail

Type drop down Iist. [71Email User  [V] Worklist User

Miscellaneous User Links

Email customize | Find | 0 3 First B 4 o1 B Lot

[Business | Pomen sl e ripe |emat nddress

Step | Action

11. | Enter your email
address into the
Email Address
field.

m

& Internet | Protected Mode: Off fy v R100% ~

Page 10 of 22
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Step | Action

= e bitps it peoplesofttatetus pep/ FMSE)d/ EMPLOYEE/ERP/c/ MAINTAIN SECURITY.USER ~ 84| x Bing P~

12. | Click

B save

File Edit View Favorites Tools Help

the Save button.

i Favorites ‘gwmemp,ome ] v 0 dm v Pagev Ssfetyv Took~ @+
ORACLE’

Favnntas i Main Manu > My System Profie

Anenmle User

Ifyou will be temporarily unavailable, you can select an afternate user to receive your routings.

Alternate User ID: ‘ Q
From Date: E (example:12/3172000)
To Date: (example:12/31/2000)

Workflow Attributes

Email User  [V] Worklist User

Miscellaneous User Links

Email customize | Find | B0 # st B 4 o1 B Lot

Account Email Type Email Address

Business ~ bella.stella@vermont.gov [=]

m

Instant Messaging Information Customize | Find | &1 88 First B 4 or 1 B Last

Protocol MMPP Domain _|UseriD Password s
&l @& | =

& Internet | Protected Mede: Off fy v B100% v |

After completing these steps, the "'l Forgot My Password" link on the login page will prompt you for the
answer to your challenge question. After correctly answering this question a temporary password will be
emailed to you. The temporary password case sensitive and must be entered in the password field exactly

as it was emailed.

End of Procedure.

Page 11 of 22
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Clear Cache in Internet Explorer 8

Procedure

The Basics:

+ Clearing cache (deleting Temporary Internet files or Cookies) is a frequently used maintenance tool to
resolve and/or avoid some common error messages.

* Your use of the web determines how often the cache should be cleared. A good practice is to clear
cache at least once a week to avoid error messages such as “Page Cannot Be Displayed” when trying to
log in or “invalid URL” when navigating. If either of these error messages are received, you should first
follow these steps before calling Finance Support.

* For most browsers, the short cut CTRL+SHIFT+DEL will open the delete browsing history window

Step | Action

1. | Open or navigate to
Internet Explorer.

Click
the Tools button.

s.- [ 2] hetp:

nence vermont.gov!

agement - Windows Internet Explorer

<k Favorites

{& Department of Finance & Management - Welco..

¥ &) Web Slice Gallery ~

(iR v ] @ v Pagev Safety~ [Tools~|@~

P
VERMONT

Department of Finance & Management

Agency of Administration

Wermont.gov | Finance & Management Home | AboutUs | ContactUs ; OWA Login | Other Resources | Site Map

[ [seorc

» State Budget

*Training & Reference
Material

*FAQ & Glossaries

Department of Finance & Management - Welcome!

On December 27, 2012 KPMG LLP issued their Independent
Auditor's Report with an ungualified opinion on the State of
Vermont's Comprehensive Annual Financial Report (CAFR) for
the fiscal year ended June 30, 2012

@ View All Events

VISHeN

u Town Payments

u ERP Expansion Project
= W-2 Info

u Employee Self-Senvice
m Newsletter

= YSECU Changes

.

] v

(Lo The primary purpose of the Department of Finance & Management is to oversee efficient and effective 3
P operations related to the State of Vermont's finances. We serve our stakeholders in many ways including
coordinating the Governor's budget recommendations, delivering reliable financial information, advocating for
Procedures responsible use of taxpayer dollars, and supporting the State's accounting system. The Department of z z
Finance & Management hopes that you will find this site helpfull Quick Links
*Reports & = Executive Budget
Publications Recommendations
EJ News EJ calendar of Events a Comprenanai Ay P
*Forms 2012 CAFR Available 02/22/2013 - First day to request Financial Report (CAFR)
W-2 reprint = Monthly Revenue Reports

= Payroll The CAFR has received an unqualified opinion in each of the

last ten years. Click to be redirected to the 2012 CAFR. Grant Sub-Recipients
STATE SYSTEMS Public Budget Forums to Receive Public Comments on = Forms

*VISION FY 2014 State Budget Development ® Frequently Asked Questions
Jim Reardon, Co of Finance & I wishes Calend

*Vantage to thank those who attended the Public Budget Forums to S nCare
discuss the State budget process, revenues and expenditures on

*HCM/Payroll Tuesday, Novernber 13, 2012 and Monday, November 19, 2012. o [y |
In accordance with Act 162 Sec E 1001 of the 2012 session, o Finance & 20
public participation is required with the “development of budget Management
goals. as well as general prioritization and evaluation of spending Calendar Wednesday -

€D Internet | Protected Mode: Off

a v ®100% -
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Action

2. Click the Internet
Options menu.

SQ £ http://finance vermont.gov/

5r Favorites

& ] WebSlice Gallery +

@ Department of Finance & Management - Welco... |7‘

- v [ pm v Pagev Safety

P
VERMONT

Department of Finance & Management

Agency of Administration

@& Diagno:

re

Connection Problems...

I

Pop-up Blocker 3

Vermont.gov

Finance & Management Home About Us

Contact Us OWA Login Other Resources

Bl @

Site Map Manage Add-ons

» State Budget
Information

“Policies &
Procedures

*Reports &
Publications

*Forms

#Training & Reference
Material

Department of Finance & Management - Welcome!

The primary purpose of the Department of Finance & Management is to oversee efficient and
operations related to the State of Vermont's finances. We serve our stakeholders in many we
coordinating the Governor's budget recommendations, delivering reliable financial information
responsible use of taxpayer dollars, and supporting the State's accounting system. The Dep:

Finance & Management hopes that you will find this site helpful!

News
2012 CAFR Available

On December 27, 2012 KPMG LLP issued their Independent
Auditor's Report with an unqualified opinion on the State of
Vermont's Comprehensive Annual Financial Report (CAFR) for
the fiscal year ended June 30, 2012.

Work Offline

Compatibility View

Compatibility View Settings

Full Screen F11
Toolbars ’

*
B

Explorer Bars 3

Calendar of

02/22/2013 - First
W-2 reprint

Developer Tools F12
Suggested Sites

Blog This in Windows Live Writer

1 Internet Options

T

*FAQ & Glossaries
= YSECU Changes
= Payroll The CAFR has received an unqualified opinion in each of the
last ten years_ Click to be redirected to the 2012 CAFR. —
¥ Grant Sub-Recipients
STATE SYSTEMS Public Budget Forums to Receive Public Comments on orms
=VISION FY 2014 State Budget Development requently Asked Questions
Jim Reardon, Co of Finance & I wishes Calend
*Vantage to thank those who attended the Public Budget Forums to dicndars
discuss the State budget process, revenues and expenditures on
+*HCM/Payroll Tuesday, November 13, 2012 and Monday, November 19, 2012. Do ot e |
In accordance with Act 162 Sec £.100.1 of the 2012 session, of Finance & 20
public participation is required with the “development of budget Management
goals, as well as general prioritization and evaluation of spending Calendar Wednesday -
« i v
& Internet | Protected Mode: Off 5 v B100% -
Step | Action o L e
" £ httpy//finance vermont.gov/ - Bing o~

3. | On the General Tab
in the Browsing
History section,

Click
the Delete... button.

< Favorites

5 £ Web Slice Gallery ~

| £ Department of Finance & Management - Welco... | |

-
Internet Options

General | seaurity | Privacy | Content | Connections | Programs | Advanced|

Home page

|| @

To create home page tabs, type each address on its awnine.

| [ usecurent | [ usedefaut |[ Useblank |
Browsing history

il 7| Delete temporary fies, histary, cookies, saved passwards,

il ") and web form information,

[7] Delete browsing history on exit

{ p Change search defaits.

Management

1A Login Other Resources | Site Map

d this site helpfull

W-2 reprint
heir Independent
lon the State of
Report (CAFR) for

Management - Welcome!

ince & Management is to oversee efficient and effective
lances. We serve our stakeholders in many ways including
ations, delivering reliable financial information, advocating for
rting the State's accounting system. The Department of

EJ calendar of Events
02/22/2013 - First day to request

@ View All Events

VISEN

Quick Links

u Executive Budget
Recommendations

= Comprehensive Annual L4
Financial Report (CAFR)

= Monthly Revenue Reports

u Town Payments

u ERP Expansion Project

u W-2 Info

m Employee Self-Senvice

Tabs u Newsletter
= ® YSECU Changes
| Crongehom webpoges re depieyed in N p—
—J 012 CAFR. _—
u Grant Sub-Recipients
.I ppearance
blic Comments on orms
[ coos || Languages [ Fents | [ Accessbity | reauentl Asked Qusstions
wishes
= iget Forums to Calendars
and expenditures on Viewthe
—— mber 19, 2012. Depariment w
In accordance with Act 162 Sec E 1001 of the 2012 session, of Finance & 20
public participation is required with the “development of budget Management
goals, as well as general prioritization and evaluation of spending Calendar Wednesday -
F] i ] v
€D Internet | Protected Mede: Off fy v B10% v
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o MeAlee === F

Step | Action

4, The Delete
Browsing History 18 Donmuct of Feunce & Wsopurend - Weka Be Ot e e Weye Tosne @o
page displays with
Preserve Favorites
website data,
Temporary Internet

files, Cookies and B e ot g b it et S

rewrg.

anagement

A Lo e Resources | S0 Mag

Cowp) ks W ey w y Irieret Sy Pat watie o Tyearte
s Vet et e gy Ut

L - B anagement - Welcome!

e & Maragement 15 1o oversee ot

VISBN §

1 moudng
2dccang o

whatie Srancial sformaton
COuDeg Syitem The Depatment of

History boxes | R I
checked. ST c " Recommendatons
e L S [«comatan
Step | Action o Pnnte. I Bl oo
1 e o B Vew Al Dty lf_ﬂ"[l}"uh:l Pragect
5. | The Preserve r— - s
. o P h Tt e ataatcl g " e o wn -
Favorite box needs A . " Vet Crangs
“ % e sach of e
to be unchecked, [ttt dprise ol | CEET Grant Sub-Recipients

boic Comments on ® Formay
® FraQuenty Asind Ousitony

Click the Preserve : —
Favorites website
data checkbox to e
uncheck . goals o well 3¢ genecal prortizston and ealuaton L:

v ed wih the * Gemoprwes

G Ietorront | Protocted Mode O g v RN -

Step | Action fare Thcites =[N

) Q £ http://finance vermont.gow/ » ]

6. Click J Favorites - 5 ) Web Slice Gallery
the Delete button. || 4 Depriment of Finence & Management - Welco.. [ "5 Delete Browsing History = - [t - Safety~ Tools~ @+
Intemet Options (8] 2] Please wait while the browsing%istory i
After pressing e T =) [ [S—
|| Preserve Favorites website data

del ete, a Delete L Keep cookies and temporary Internet files that enable your favorite
Browsi ng Histo ry A Websites o retain preferences and dplay faster.

H Temporary Internet files "
box appears SNOWING | | i ot et ettt 1

n

. . viewing. Idations, delivering reliable finangil information, advocating for
' N iting the State's accounting gf'stem. The Department of - -
the deletion in 9 cosces g e St ccuning : e
Files stored on your computer by websites to save preferences
p rog reSS b such as login information. = Executive Budget
' | History B calendar of Events Recommendations
List of websites you have visited. = Comprehensive Annual L4
= 02/22/2013 - First day to request Financial Report (CAFR)
[*]Form data ‘W-2 reprint = Monthly Revenue Reports
E Saved information that you have typed into forms. = Town Payments
& View All Events = ERP Expansion Project
[ Passwords u W-2 Info )
3 Saved passwords that are automatically filed in when you sign in = Employee Selt-Senvice
to a website you've previously visited. n Newsletter
of| [ClmPrivate Fitering data on in each of the " VSECY Cranges
Saved data used by InPrivate Filtering to detect where websites may 2012 CAFR
be automatically sharing details about your visit. / : Grant Sub-Recipients

Ublic Comments on ® Forms
® Frequently Asked Questions

Management, wishes
dget Forums to
s and expenditures on

T——

Calendars

View the
* oy Ty rewre ey MNovember 19, 2012 Department
In accordance with Act 162 Sec E 1001 of the 2012 session, of Finance & 20
public participation is required with the “development of budget Management
goals, as well as general prioritization and evaluation of spending Calendar Wednesday -
« i ] »
& Internet | Protected Mode: Off Fy v B10%
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Expense Training Guide

Step

Action

Once the deleting
process completes
you are returned to
Internet Options.

Click the OK button.

Management - Windaws Internet Explorer

=i

5|

<r Favorites

2 ] WebSlice Gallery =

(& Department of Finance & Management - Welco...

o v [ @ v Pagew Safetyv Toolsv @+

Internet Opti
Ty -

===

General | Seaurity [ Privacy | Content | Connections | Programs | Advanced|

Home page

http://finance.vermont.gov/

B /? To create home page tabs, type each address on its own line.

]

[ useaurent | [ usedefaul || Usebiank
Browsing history
1 "7, Delete temporary files, history, cookies, saved passwords,
") and web form information.

[¥] Delete browsing history on exit

Search
i p Change search defaits.
Tabs
“ [ Change how webpages are dsplayed in
] tabs.
lI Appearance
[ colors || Languages |[ Fonts | [ Accessbiity |

Management

VA Login Other Resources = Site Map

[ [seoror]

Management - Welcome!

ince & Management is to oversee efficient and effective
lances. We serve our stakeholders in many ways including
ations, delivering reliable financial information, advocating for
ting the State's accounting system. The Department of

d this site helpfull

EJ calendar of Events

02/22/2013 - First day to request
W-2 reprint
heir Independent
on the State of
Report (CAFR) for

@ View All Events

n in each of the
sz CAFR

blic Comments on

wishes

Apply

et Forums to
and expenditures on

November 19, 2012

In‘accordance with Act 162 Sec E.100.1 of the 2012 session,
public participation is required with the “development of budget
goals, as well as general prioritization and evaluation of spending

T

Quick Links

u Executive Budget
Recommendations

u Comprehensive Annual L4
Financial Report (CAFR)

= Monthly Revenue Reports

= Town Payments

u ERP Expansion Project

uW-2Info

m Employee Self-Senvice

m News|etter

= YSECU Changes

Grant Sub-Recipients

" Forms
® Frequently Asked Questions

Calendars

View the
Department
of Finance &
Management
Calendar

[ e |
20

Wednesday -

.

€D Internet | Protected Mode: Off

a v ®I0% -

Step

Action

The last step is
closing out of all
open Internet
Explorer windows.

Click the Close
button.

{2l €| nttp://finance.vermont.gov/home b sing o~
File Edit View Favorites Tools Help
i Favorites | gl @] Web Slice Gallery ~
~ I
{& Department of Finance & Management - Welco... fiv @ v & v Pagev Safetyv Tools~ @

S~
VERMONT Agency of Administration

Department of Finance & Management

Vermont.gov | Finance & Management Home About Us

ContactUs OWA Login Other Resources

Site Map

[ =

= State Budget
Information

“Policies &

Procedures

*Reports &
Publications
)]
News
*Forms
FY 2015 Rescission Plan
*Training & Reference

On August 13, 2014, the Joint Fiscal C

ommittee approved the

Department of Finance & Management - Welcome!

The primary purpose of the Department of Finance & Management is to oversee efficient and effective
operations related to the State of Vermont's finances. We serve our stakeholders in many ways including
coordinating the Governor's budget recommendations, delivering reliable financial information, advocating for
responsible use of taxpayer dollars, and supporting the State's accounting system. The Department of
Finance & Management hopes that you will find this site helpfull

2 Calendar of Events

10/08/2014 - Accounts Payable
Training

10/15/2014 - Contracts Training

T

VISP

Quick Links

w Executive Budget
Recommendations

= Comprehensive Annual
Financial Report (CAFR) P

u Expense Module Material

u VTHR /Employee Self-
Senvice

10/22/2014 - Accounts

STATE SYSTEMS

*VISION
*Vantage

*VTHR

modified by the Administration of Governor Peter Shumlin.

Rescission documents are available on the Executive Budget

Material FY 2015 an 25 p
*FAQ & Glossaries
*Payroll Recommendations page.

Fiscal Year 2015 Governor's Recommended Budget

On January 15, 2014, Governor Peter Shumlin delivered his
FY2015 Recommended Budget to the General Assembly of
Vermont.

FY2015 budget documents are available on the Executive
Budget Recommendations page.

Receivable Processing Training
10/29/2014 - Asset Management
Training

11/05/2014 - VISION 101
Training

11/13/2014 - Direct Joumnal
Depasits Training

11/19/2014 - Commitment
Caontrol Training

12/03/2014 - VISION 101
Training

12/10/2014 - Accounts Payable

= Monthly Revenue Reporis
= Town Payments
m News|etter

Grant Sub-Recipients

= Forms
u Frequently Asked Questions

Calendars

View the
Depariment
of Finance & 2

.

& Internet | Protected Mede: Off

b HI0% -

Following these steps will clear the internet files and most often removes any cause of particular
error messages. If this does not resolve your issue, contact VISION Finance Support at 802-828-
6700, Option 2.

End of Procedure.
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7~~~ VERMONT

Change password

Procedure
The Basics:
« Login information should never be shared with anyone.

* Passwords can be changed by the user or VISION Support when necessary.

Expense Training Guide

» VISION passwords are case sensitive and need to contain at least 8 characters and at least one number.

 Passwords expire every 90 days and previous passwords can't be used again. The system will prompt

you when your password has expired.

Let's Begin.

Step | Action =

€| hitps://finshxd. peoplesoft state.vt.us/psp/FMSBX4/EMPLOVEE/ERP/h/7tab=DEFAULT

~ g

B4 | X Bing

1. Click the Main

Menu button.

i Fovorites | % ] Web Slice Gallery +

‘ {& Employee-facing registry content | ‘

- v [ i v Pagev Safetyw Tookw @~

ORACLE’
Favorites

Personalize Content | Layout

(> My Favorites

- Employee Self-Service
— Change My Password
- My Personalizations

— My System Profile

|- My Dictionary

Home Add 1o Favorttes Sign out

Help

Done

& Internet | Protected Mode: Off #100% ~

b~
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Expense Training Guide

Step

Action

2.

Click on My System
Profile or Change
my Password link.

| D My System Profile

Employee- Afee - fa®

£ hitps: peoplesoft state:vt.us/psp/ FMSEX4/EMPLOYEE/ERP/h/?tab=DEFAULT IR Bing o~

i Favorites g ] Web Slice Gallery =

4 Emplayee-facing registry content [ Fiow B - (0 = v Pagew Ssfetyv Tookv @+

ORACLE' |

Favorites . Main Menu
Search Menu:
F @ Help

ERiciE = Employee Self-Service

D Change My Password

My System Profile

- MyPersor |=| My Dictionary

[— My Syster

|- My Dictionary ‘

Done & Internet | Protected Mode: Off fa v ®10% -

Step

Action

Click the Change
password link.
Change password |

ORACLE’

Favorites ~ Main Menu My System Profie

new wingow | Hetp | customize Page | 8 4

General Profile Information

Bella Stella

[y ]

Change or sef up forgotten password help

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is: English -

Currency Code: ’EQ =
Default Mobile Page: ‘ (s}

Alternate User

If you will ke temporarily unavailable, vou can select an sfternate user to receive your routings

Alternate User ID: [ Q
From Date: [ (exammple:1 2/31/2000)
Ta Date: (example:1 2/31/2000)

[Workflow Attributes

EmailUser [V Workdist User

Miscellaneous User Links

First Kl 1 ot + B Lot

Email Address

Business A |beHa stella@vermont.gov =

P

Dane € Internet | Pratected Made: Off fy v B v
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2~ _VERMONT Expense Training Guide

Step | Action ORACLE'

Favorites © ManMenu My System Profie

4, Enter the current -
password into
the Current

Password field. CumentPassword; [steseeses

New Password: “

Mew Wind ow | Help | Customnize Page | ,

Change password

Confirm Password: |

OK Cancel

Done € Internet | Protected Mode: Off v Rm0% -

Step | Action ORACLE'
5. Enter a new Fawcrtes © ManMeru My System Profie ~ -
i Mewwindaw | Help | Custamize Page | now
password Into Change password
the New
Password field. CurrentPasoword: *esessese
New Password: ‘ """""
Confirm Password: ‘ """""
Password
requirements: OK Cancel
e Atleast8
Characters
e At least one
number
e Can’tbe
previously used
Step | Action
6. | Enter new password
again into the
Confirm Password
fleld Done & Intermet | Protected Mode: OFF v w0 v
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Expense Training Guide

Step | Action ORACLE
7. | Clickthe OK button. | |~ = 7
I:IK Chang+ paswword
Cuvend Passmaid: = "UTUTRY
[T
Comtumbpsampd |
|

g Irdmenet | Frotrcbed Mode: (08

End of Procedure.
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Set up Alternate Approver

Procedure

The Basics:

» An Alternate Approver is set up by a supervisor during an extended absence. When an alternate
approver is set up, only the alternate approver will have access to approve the reports for the time period
designated.

+ Alternate Approvers are for use ONLY in the case of extended absence.

» Worklists need to be clear of all pending transactions before an alternate is set up. (Designating an
alternate does not re-direct transactions waiting for your review).

« Alternates are required to have Approver level security. Assigning an alternate does not grant that
person security.

» The Alternate Approver should be someone in your organization who is either a peer or superior, not a
subordinate.

* You will need to know the employee’s VISION user ID to designate them as an alternate approver.

Step | Action
y insbxd peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/tab=DEFAULT
1. | . Click the Main e Foortes - 5 ) Wb SiceGaley +
Menu button (@ Employee-facing registry content | fi v B v ) @ v Pagew Safetyv Toolsv @v

Main Menu ORALCLE
Personalize Content | Layout Help
Menu
Search:
\ ®
[ My Favorites
- Employee Self-Semvice
- Change My Password
— My Personalizations
— My System Profile
— My Dictionary
Done & Intemet | Protected Mode: Off 3 v ®10% -
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Expense Training Guide

Step

Action

Click on My System
Profile

(@ Eroioyee g =

N

ID My System Profile

€ | £] https://finsbxd. peoplesoft.statet.us/psp/FMSBX4/EMPLOYEE/ERP/h/Ttab=DEFAULT S
i Favorites s 8] Web Slice Gallery =
| @ Employee-facing registry content | - - [ v Page~ Safety~ Tools~ @+
ORACLE’
Favgrites . Main Menu
Search Menu:
Help
| ®
Search: ) Employee Sef-Service v
D Change My Password
b My FaVOrlt = 1 boreoniation
[ Employee = e
L Change | . Iy System Profile
- MyPersoi |=] My Dictionary
— My Syster.
— My Dictionary ‘
Done & Intemet | Protected Mode: Off 3 v 0% -

Step

Action

Enter the VISION
User ID for the
employee that is
going to be your
alternate into the
Alternate User ID
field.

Step

Action

Enter dates in the
From Date and To
Date fields. The
From Date should
be the first day of
your absence and
the To Date should
be the date before
you return to work

>

€] https://finsbd peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/c/MAINTAIN SECURITY. USER = b | 42| X
= —
lr Favorites

|7 5v v [ v Pagev Safetyw Took~ @+

New Window | Help | Customize Page | B+

o5 ] Web Slice Gallery ~

| & Wy system Profile

ORACLE’

Favovntes i Ma\nvMenu > My System Profile

General Profile Information

Bella Stella

Password

Change password

Change or set up forgotten password help

Personalizations

My preferred language for PIA web pages is English

My preferred language for reports and email is: English v

[uspQ

i -
Alternate User

If'you wil be temporariy unavailable, you can Select an alternate USr to rCEIvE your routings.

Currency Code:

Alternate User ID: [ Q I
From Date: [ (example:12/31/2000)
To Date: ’—Ei] (example:12/31/2000)
Workflow Attributes
Email User [+ Worklist User

Miscellaneous User Links
First K 1 011 B 1ot

a8
Customize | Find | ] #

Done & Internet | Protected Mode: Off YA v R10% v
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Expense Training Guide

Step | Action

5. Scroll down to view
the bottom of the

page.

My System

& https://finsbd. peoplesoft state.vi.us/psp/FMSEXS/EMPLOYEE/ERP/c/MAINTAIN_SECURITV.USER + G4 |45 | X [I=] ging
=

i Favorites % ] Web Slice Gallery =

| My System Profile

ORACLE

Favovntes Mavaenu 3 My System Profile

General Profile Information
Bella Stella

Password

Change password
Change or set up forgotten password help

Personalizations

My preferred language for PIA web pages is English

My preferred language for reports and email is: English -
Currency Code: WQ

Default Mobile Page: | Q

Alternate User

1 you will be temporariy unavailable, you can select an alternate user to receive your routings.

Alternate User ID: [sio Q
From Date: 08/18/2015 (example: 1213112000}
To Date: 0872712015 [3i] (example:1213112000)

Workflow Attributes

»

New Window | Help | Customize Page | &, >

1

& Internet | Protected Mode: Off

4 v ®10% v

Step | Action

6. Click
the Save button.

Bl save

& My System Profile - Windows

e [ v

sbxd. peoplesoft state.vi.us/psp/FMSEXS/EMPLOYEE/E

/MAINTAIN_SECURITY.USER ~ G | 3 | X [[I[=] Bing

File Edit View Favorites Tools Help

i Favorites | 8 My System Profie ]

5~

v [ @ v Page~ Safety~

ORACLE

Favorites  Main Menu > My System Profile
Alternate User

I you will be temporariy unavaiiable, you can select an atternate user to receive your routings.

Alternate User ID: [ Q

From Date: 5 (example: 12/3112000)
To Date: ] (example:12/31/2000)

Workflow Attributes

Email User

Miscellaneous User Links

First B 1 op 1 I Lot

Email

Custof
PrmarcEmail |, Email Address
Account  |[-TEE [ B
Business ~ |pellastella@state vius| =

Instant Messaging Information

Protocol XMPP Domain u

€D Internet | Protected Mode: Off

h v HI0% -

End of Procedure.
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